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1. PURPCSE AND SCOPE. To establish procedures for billing and
col l ecting paynents for custonmer orders involving the Federal
Prison Industries (FPI) Plastic Card Coll ection Network (PCCN).

This Program Statenment’s scope is confined to the billing and
col l ection process when a credit card is used for paynent.

Processing credit card orders is addressed in the Custoner
Servi ce Center Manual

2. SUMVARY COF CHANGES. Many of the changes in this Program
Statenent result fromthe use of FPI’s new integrated
manuf act uri ng/ fi nanci al accounting software, M| ennium

This PS changes FPI’'s PCCN Coordi nator fromthe Chief, Mterials
Managenent Branch to the Chief of Procurenent.

The use of the Custoner Service Center’s (CSC) Interactive Voice
Recognition system for customer orders is recognized. CSC
Accounts Receivable staff are given authority to update

M I | enni um paraneters as necessary to maintain flexibility
regardi ng paynent nethods and sal es account nunbers.

Requi renments for shipping and destination pricing are renoved.
I nformati on about partial shipnments has been elimnated as well.

The revised PS specifies that inmates nay not have access to any
fields in MIIenniumwhich contain custoner credit card nunbers.

3. PROGRAM OBJECTI VES. The expected results of this program
ar e:
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a. Custoner satisfaction will be increased as a result of a
sinplified ordering and paynent process for FPlI products.

b. An additional collection nechanismw || be provided to FP
that will result in a reduced collection efforts and an enhanced
cash position.

c. The Corporation will share in the growi ng governnent w de
commercial credit card market.

4. Dl RECTI VES AFFECTED
a. Directive Resci nded

PS 8531. 03 FPI Plastic Card Coll ection Network (Accounts
Recei vabl e) (1/12/98)

b. Directives Referenced

PS 1237. 11 I nformation Security Prograns (10/24/97)

PS 8000. 01 UNI COR Cor porate Policies and Procedures
(5/13/81)

PS 8531. 04 Overdue Accounts Receivable (3/8/99)

Treasury Financial Manual (TFM, Volune 1
5. STANDARDS REFERENCED. None
6. EXPLANATI ON OF TERMS

a. Master Agreenent. A participation agreenent between FPI,
t he Fi nancial Managenent Service of the U S. Treasury, and the
financial institution that establishes the terns and conditions
of FPI's PCCN participation.

b. Financial Institution. A depository and financial agent of
the U S. Governnent authorized by the Departnent of Treasury
Fi nanci al Managenent Service to performcard collection services
for FPI.

c. Credit Card Network. The staff operated conputer system
that is linked with the credit card conpany and the financi al
institution listed in the Master Agreenent.

7. AGENCY PARTI Cl PATI ON AGREEMENT AND RESPONSI BI LI TY. An Agency
Partici pati on Agreenment has been signed by Treasury, FPI, and one
of the selected financial institutions that establishes the terns
and conditions of FPI's participation in the Master Agreenent.
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The Chief, Procurenment Branch, is FPI's PCCN
Coordi nator (PC). This official oversees the Master
Agreenent’ s technical adm nistrative aspects.

The PC is the point of contact between the Treasury and
the financial institution for the Corporation.

The PCCN for FPI is to be adm ni stered from Feder al
Medi cal Center (FMC) Lexington, Kentucky.

The Deputy Controller, Centralized Accounts Receivabl e
Section and the Adm nistrator for the Custoner Service
Center (CSC) at FMC Lexi ngton have direct overal
responsibility for the PCCN s daily operation.

8. OVERVIEW \When a custoner places an order with FPI and
i ndi cates paynent will be made via credit card, the custonmer wll
be transferred to the CSC s Interactive Voice Recognition (IVR)

syst em

o)

O

O

The VR allows the custonmer to enter his or her credit
card informati on and expiration date using his or her
t el ephone keypad.

This information is then transferred through a

m ddl eware solution to the financial institution, which
verifies whether the custonmer’s credit card has enough
credit to conplete the paynent (pre-authorization).

The result of the preauthorization is relayed back to
M Il ennium and the custonmer’s credit card information
is stored for use when the ordered itens are shi pped.

When a custoner credit card order is shipped, the Accounts
Recei vabl e Section staff initiates the collection process by
performng the invoicing function in MII| ennium

o)

O

Once the process has been initiated, the credit card
processing systemw ||l performthe billing and
col l ection process from M || ennium automatically,

t hrough the m ddl eware software, to the processing
facility.

The processing facility will, in turn, present the
collection information to the financial institution,
which will nmake the appropriate entries to the Treasury
for UN COR.
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The m ddl eware software will then return the collection
information to MIlennium the receivable wll be
automatically |iquidated, and an entry will be nmade to
the appropriate cash account in MII|ennium

O

When a col |l ection cannot be conpleted for any reason
(i.e., the card is no longer valid or the charge is
above the cardholder’s credit limt), the m ddl eware
wll hold this information in a suspense file for
Accounts Receivables staff to review and resol ve.

To ensure that the correct anounts were billed and coll ected,
Accounts Receivable staff will conpare and reconcile the Treasury
Cashlink report with MIIenniuminvoicing and deposit reports
daily.

9. M LLENNI UM PARAMETERS. To conply with the requirenents of
the PCCN and rel ated accounting directives, Accounts Receivable
staff have the authority to update the paraneters within
MIllennium This is necessary because of the flexibility needed
to switch froma variety of paynent nmethods and sal es account
nunbers in a short period of tine.

10. INVOCING Although no invoice is to be sent to the
custoner, the Accounts Receivable section will invoice credit
card orders through the MIlenniumsystemto initiate the credit
card collection and settlenent process and record the results of
the transacti on.

11. COLLECTIONS. Accounts Receivable staff at FMC Lexington are
to access the Cash Link systemand print the Deposit Detai

and/ or Summary reports. These reports are the source docunents
required for balancing and reconciling the credit card receipts
and deposits.

0 The deposit is a debit entry to 111020 (Cash Recei pts:
Credit Card) and a credit entry to 132000 (Accounts
Receivable: Credit Card).

O

This journal entry nmust agree with Treasury’s Cash Link
systemreport for the deposit.

12. RECONCI LI ATION. The Deputy Controller over the Accounts
Recei vabl e Section is to ensure that a subsidiary |edger is
mai nt ai ned for 132000 (Accounts Receivable: Credit Card) and is
reconciled to the general |edger account at |east nonthly.
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o) Credit card collections and related reports nust be
incorporated into the nonthly cash reconciliation.

13. CREDI T CARD | NFORVATI ON ACCESS. Under no circunstances wl |
any inmate be all owed access to any data file or hard copy
docunment that contains references to customer credit card
nunbers.

o) All data fields in MIlenniumthat contain credit card
informati on nust be restricted fromview of all
i nmat es.

o} Only staff with a direct need to process the

information will have access to those fields.

/sl
Kat hl een Hawk Sawyer
Director



